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RESTRICTED 


2 6 August 1946 


CENTRAL INTELLIGENCE GROUP 


G.I.G. ADMINISTRATIVE ORDER 


ILLEGIB 


25X1 A 


RULES GOVERNING U.I.G. CORRESPONDENCE 


25X1 A 


1. Correspondence from the Director of Central Intelligence 
or other authorized personnel of the C.T.G. to the President, 
members of the National Intelligence Authority, members of the 
Intelligence Advisory Board, and to other personnel in the 

t 

State, War, and Navy Departments will be prepared in memorandum 
form. i 


2. Correspondence from the Director or other authorized 

i 

personnel of the G.I.G. tc/ personnel of the United States 

/ 

Government departments arift agencies other than the State, War 

....... j 

and Navy Departments , to ^Members of Congress and to private 
individuals will be prepared in letter form. 


3. Internal correspondence within G.I.G. will make use of 

i 

buckslips whenever possible, or G.I.G. Disposition Form. 
Letterhead stationery will not be. used for internal corres- 
pondence. S 


4. Unless otherwise instructed, all correspondence prepared 
by one individual .for another’s signature will be submitted 
undated, and without typed signature. 

5- All official correspondence requiring the signature of 
the Director, the Deputy Director, or Executive Office personnel 
will be prepared undated and without typed signature in an 
original and five (5) copies, identified in the lower right 
corner as follows: ' ' { 

/a. Executive Office Registry (This copy should be ;■ 
initialled by the originating officer) 

Jh. t o 
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b. Central Records (2 copies) 

c. Return to (Name of originating officer and office) 

d. Staybaclc (For originating office files) 

/ . ' 

Any copies prepared for the Information of other offices will 
be in addition to the above minimum requirements. All copies 
(not the original) will include a Memorandum for Record typed 
on the back. This Memorandum for Record will indicate the 
origin and background of the correspondence , together with a 
list of the concurrences or comments obtained from other 
offices within and outside C.I.G, 

6 . The original and the copies specified in 5 a, b and c 
above will be submitted through appropriate channels to the 
Executive Director for approval, j The staybaclc copy (5 d above) 
will be retained in the originating office. When approved and 
signed, the Executive Office will transmit the original for 
mailing and the central Records /copies for file to the Central 
Registry Unit, will retain the .Executive Office Registry copy, 
and will return the remaining /copy to the originating officer 
with the date on which the correspondence was signed. 

7* AH •C.I.G. correspondence will be prepared according to 
the specimens attached hereto, in using the Disposition Form, 
FROM' and "TO" will be indicated by an "X", or by "1", " 2 " 

'3" etc., in case of successive addressees. The "DATE" will 
be that on which the Form 'was', dispatched from each office and 
will he shown opposite that office. When passed on by an 
office, the transmitting individual will initial over the mark 
in the "TO" column opposite hib office and will fill m the 
"DATE" dispatched from his offi,ce . 

8. Except as modified above, j C.I.G. ' practice will follow 

that of the Joint Chiefs of Stajff Style Manual, dated 1 April 
1946,. in details of style and layout . 

RESTRICTED - 2 - 
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9- This order supersedes all previous orders on this 
subject, including 0. 1. G. Secretariat Memorandum 

FOR THE DIRECTOR OF CENTRAL INGELLIGENCE : 

Executive for Personnel 
and Administration 
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SAMPLES OP OOHR E3PONEENOE 


MEMORANDUM FOR THE PRESIDENT 

(No subject or paragraph numbers) 

vn- v ^ v ^ OXOXOXOXOXOXOKOX ° 3COXOXO;!;:OXOXOXO;Ii;OXOXO XOXOXOXOXOXOXO 
XOXOXOXOXOXOXOXOXOXOXOX. ° 

XOXOXOXOXOXOXOXOXOXOXOXOXOXO . 


MEMORANDUM FOR THE SECRETARY OF STATE 

SECRETARY OF WAR 
SECRETARY OF THE NAVY 
PERSONAL REPRESENTATIVE OF THE PRESIDENT 
ON N.'I.A. 

\ 

Subject: In Initial Caps 


oxoxoxoxSSSxSSSxoxf XOXOX0 ^ OXOXOXOXOXOXOXOXOXOXOXOXOXO 


Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo . 


MEMORANDUM FOR 


Subject : 
References : 



STATINTL 


Enclosures 


n Initial Caps 


a. N.I.A. oo 

b. N.I.A. Directive No. oo 

c. Memorandum for the Secretary of War from 
the Director of Central Intelligence, 
subject "C.I.G. Personnel", dated oo ‘ 
March 1946. 

a. Letter from the Secretary of War. dated 
00 April 1946 . 

b. C.I/G. Directive No. co (Copy No. oo). 

c. Draft Memorandum for the N.I.A. from the 
Director of Central Intelligence, same 
subject. 


0X0X0 
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SAMPLES OF CORRESPONDENCE 


The Honorable 
J . A. Krug 

Secretary of the Interior 
Washington, D. C. 

Mr dear Mr. Secretary: 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
xoxoxoxoxoxoxoxoxoxoxoxoxo . 

Xoxoxoxoxoxoxoxoxoxoxo*. 

Sincerely, 


The Honorable 
William W. Williams 
United States Senate 
Washington, D. 0. 

Dear Senator Williams : • 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
oxoxoxoxoxoxoxoxoxoxoxoxoxox . i 

Xoxoxoxoxoxdxoxoxoxoxo J 

! 

/ • Sincerely, 


Mr. William W. Williams 
76 York Street / 

Richmond, Virginia ■/ 

Dear Mr . Williams : / 

Xoxoxoxoxoxoxoxoxbxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 1 
xoxoxoxoxoxoxoxoxoxoxoxoxoxox:. 

/ Sincerely, 

--------- _ _ _ _ _ 
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WS “f SEQRET CONFIDENTIAL RESTRICTED UNCLASSIFIED 
. (lender will circl e classification Top and Bottom ) 

CENTRAL INTELLIGENCE GROUP 
INTER-OFFICE ROUTING SLIP 
(Revised 10 Sept 1946) 

A 


FROM 


DIRECTOR OF CENTRAL INTELLIGENCE 


EXECUTIVE TO THE DIRECTOR 
SECRETARY TO THE DIRECTOR 
EXECUTIVE OFFICE; ASST. EXECUTIVE DIRECTOR 


ADVISORY COUNCIL 


EXECUTIVE FOR PERSONNEL & ADMINISTRATION 
CENTRAL RECORDS 


SECRETARY, NIA 


CHIEF, INTERDEPARTMENTi) 



ASST. DIRECTOR, SPECll 

U |A 

ALJ OSER 


ASST. DIRECTfeVroSEA] 

ItSH. & ^ 


ASST. DIRECTOR^ CO{^ 

mON & 


CHIEF, SffipftITY BRANCH 



STATINTL 


-Q APPROVAL INFORMATION 

-^ACTION RETURN 

.RECOMMENDATION PREPARATION OF REPLY 

SIGNATURE CONCURRENCE _ 

REMARKS? JLc.lc.'iims. <fcJ ^ 

I - . rt A. fe-fopaH L i/c£ if t Gf ! . 

ftc c-o/ri incnjl t& mi- ibvn 0"f~ ft* 1 ' 

i Csfkt-t^jc c.tc. A, 

\ . . . 

TOP SECRET SECRET CONFIDENTIAL RESTRICTED 


__ DIRECT REPLY 

COMMENT 

FILE 

DISPATCH 

Ult'iLr/csxLj 


UNCLASSIFIED 
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DATI£s CENTRAL INTELLIGENCE GROUP 

C-.I.O » ADMINISTRATIVE ORDE t^^^^j SUPPLE MENT NO. g ''> 

COORDINATION PROCEDURE % t 

References C.I.G. Administrative Order "Authority to 

Sign Official Papers and Correspondence 1 *, dated 
17 Sept 191*6 . 

1. C.I.G. Administrative Order ^^^^^upplement No. 1, "Coordination 
Procedure" dated 10 Oct 19h6, is hereby rescinded. 

2. On all coorespondence or papers prepared within CIG the procedure 
set forth below will be followed. 

3. It shall be the responsibility of the person charged with the 
preparation of a paper to insure that proper coordination between offices 
and staff sections of CIG is effected. A paper may be shown to interested 
offices and staff sections for preliminary coordination and concurrence 
while it is in a state of preparation. However, the final draft of the paper 
must receive formal concurrence or nonconcurrence from the interested offices 
or staff sections. Concurrences will be obtained by hand processing of 
papers and not by the use of buckslips or similar means of routine transmission. 

li. A statement of concurrence or nonconcurrence by interested offices 
and staff sections of CIG will appear on the Central Records copy of all 
papers which require coordination before they arc submitted to the Executive 
Office for approval in accordance with the provisions of paragraph 2, 

Cil.G. Administrative Order 

Correspondence" dated 1$ September 19l*6. Concurrence will be indicated as 
follows: 

a. Originating office will type the following on the Central 

Records copy: • 

Statement of Concurrences : 

(Office) 

(Concur or not concur) (Signature) 

(Office) 

(Concur, or not concur) (Signature) 

b. Each office indicated will make statement "I concur" or "I 
do not concur", and verify this fact by the signature of the 
official of the office indicating the concurrence or 
nonconcurrence. Offices indicating nonconcurrence will 
indicate on an attached memorandum a brief summaiy of 

Approved For Release 200lfo^-f2 : CIA-RDP81 -00728R0001 0005001 3-5 


"Authority to Sign Official Papers and 
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25X1 A 
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5 . Whore no coordination is deemed necessary a statement, "No 
coordination necessary" followed by the signature in full of the person 
charged with the preparation of the paper, will appear on the Central 
Records copy of all papers submitted to the Executive Office for approval. 

6. A rubber stamp or similar method of reproduction will not be 
used „o indicate the statements relative to coordination MM required by 
paragraphs k and $ above. 

?-« Each Aooiotant "Sfcreetorj Chief bfICAPS, and KXeCUllVe Tfer 
J fcrannnftl and ft rimintet ' Pftticm- w ill "fcJi ' WeU ' a ~ XH ' th e' ETfc a tlve ‘ OFT Levs ' 
q£, S i) h or. d .i nat . e off or 

non^oncui»enoee^or^hwm7^ogetherHrHyh’*-th"e-sl-gnattire"of ; -'tih-esW 

--suberdinatre^dffi^ 



*}' The Procedure outlined in paragraphs h and 5 above will be 
followed m case of. . correspondence signed by Assistant Directors, 
Secretary NIA, Chief ICAPS, ^Executive for Personnel and Administration, 
M pursuant to the provisions of paragraphs 3 b, c, and d, C.I.G. 
Administrative Order "Authority to Sign Official Papers and 

Correspondence", dated 17 September 19U6. (NOTE: The provisions . of 
this paragraph may be suspended in the case of the Office of Special 
Operations where for security mm reasons coordination is not 
feasible or practicable.) 


(Secretary to Director) I done 
(Executive for P& A) I Cone 


25X1 A 


25X1 A 



£. Assistant' Directors, Chief of IC.APS, and Executive for PM from whom 
concurrences are requested will be held responsible that such con- 

currence or noncpncurrence is promptly given. Jh^artlnm of gulling 
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TOP SECRET' SECRET C0NFIL_jTIAL RESTRICTED UNCLASP.,. IED 
( Sender’ will circle classification Top and Bottom ) 

CENTRAL INTELLIGENCE GROUP 

PERSONNEL AND ADMINISTRATIVE BRANCH 
INTER-OFFICE ROUTING SLIP 


FROM 


TO 

INITIALS 

DATE 


EXECUTIVE FOR PERSONNEL AND ADMINISTRATION 

■ 



>< 

DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 





CHIEF, PERSONNEL DIVISION 





CHIEF, FINANCE DIVISION 





CHIEF, SERVICES DIVISION 





CHIEF, SECURITY DIVISION 





CHIEF, PROJECTS SUPPORT DIVISION 





CHIEF, COMMUNICATIONS DIVISION 





CENTRAL RECORDS 















APPROVAL INFORMATION DIRECT REPLY 

_ ACTION RETURN COMMENT 

RECOMMENDATION PREPARATION OF REPLY — )c — _ FILE 

SIGNATURE CONCURRENCE DISPATCH 

REMARKS: 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED 


» 

i 
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D , October 194G ■ 

CKHTI^Al-i GROUP 

o *j . r. adi,: ii uisriLiTiy } sw-plii irn-? • ho . i 






dOORbTUAflOD i^CCbDUAW 


25X1 A 


25X1 A 


C.a.u. Adrr. ini $ tr ati vo Ordor^^^Jdabed W August 1940, Subject: 

‘Vules wovornirir C.I.O. Corre£?pc;mloJlco ,, , ir; hereby ruprlonnnted as follows s 

1. On. all ou b'-o;] nr correspondence - or other ' paper. *3 requiring coordination 
:b e-two on- C.*l .G. OX f'i cos or 13 ranches, tho following procedure will bu followed. . 

2, Rubber stamps, an per sample attached,-' will bo available within . a 
low days, ana this stump must bo placed on al-1 ■ correspondence or other papers 
requiring; coord '-nation, on the n S buyback" cony cl* correspondence or copies of other 
documents or papers which are held in the originating office . 

e. -The author of any correspondence or document will be responsible 
for do torjrdnin.r; _the coordination which it is to receive and, also, vail bo rospon- 
Slbie suen ooordination^by carrying tho document by hand. It is 

desired that coordination- not bo handled V the use of bucks lips V ' 

4. In every instance in- which correspondence or other panors arc re- 

■f erred to the Office of the Director for action, iWo rust a nr, ear an indication • 

K (T»KlUa 

as to tho coordination which the pane r has received, together w: th the initials 

1 i 

which are required, by. the use of the stamp mentioned above. ' a *r C *) * 

si 

v: ... , . (/ 

o. It is suggested that a similar procedure be put into practice on 
correspondence to be coordinated within Offices, Divisions and Branches cf CIG. 

F0K.THE DI HECTOR OP 'CENTRAL INTELLIGENCE: 



25X1 A 


Executive for Personnel and Administration 


Attachment 




l 
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RESTRICTED 
2 6 August 1946 

CENTRAL INTELLIGENCE GROUP 
C.I.G. ADMINISTRATIVE ORDE R 
RULES GOVERNING C.I.G. CORRESPONDENCE 

1. Correspondence from the Director of Central Intelligence 
or other authorized personnel of the C.I.G. to the President, 
members of the National Intelligence Authority., members of the 
Intelligence Advisory Board, and to other personnel in the 
State, War, and Navy Departments will be prepared in memor andum 
form. 

2. Correspondence from the Director or other authorized' 
personnel of the C.I.G. to personnel of the United States 
Government departments and agencies other than the State, War 
and Navy Departments, to Members of Congress and to private 
individuals •will be prepared in letter form. 

3. Internal correspondence within C.I.G. will make use of 
buckslips whenever possible, or C.I.G. Disposition Form. 
Letterhead stationery will not be used for internal corres- 
pondence. 

4. Unless otherwise instructed, all correspondence prepared 
by one individual for another's signature will be submitted 
undated, and without typed signature. 

5. All official correspondence requiring the signature of 
the Director, the Deputy Director, or Executive Office personnel 
will be prepared undated and without typed signature in an 
original and five (5) copies, identified in the lower right 
corner as follows : 

a. Executive Office Registry (This copy should, be 

initialled by the originating officer) 

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5 
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. i : b. Central Records (2 copies) , 

o. Return to (Name of originating officer and office) 
d. Staybaclc (For originating office files) 

Any copies prepared for the Information of other offices will 
be In addition to the above minimum requirements. All copies 
(not the original) will include a Memorandum for Record typed 
on the back. This Memorandum for Record will Indicate the 
origin and background of the correspondence , together with a 
list of tho concurrences or comments obtained from other 
offices within and outside C.I.G. 

6. The original and the copies specified in 5 a, b and c 

\ 

above will be submitted through appropriate channels to the 
Executive Director for approval. The staybaclc copy (5 d. above) 
will be retained in the originating office. When approved and 
signed, the Executive Office will transmit the original for 
mailing and the uentral Records copies for file to the Central 
Registry Unit, will retain the Executive Office Registry copy, 
j and will return the remaining copy to. the originating officer 

with the date on which the correspondence was signed. 

I : 7. All C.I.G. correspondence will be prepared according to 

r the specimens attached hereto. In using the Disposition Form, 

[ "FROM" and "TO" will be indicated by an "x", or by "l", "2", 

l "3" etc., in case of successive addressees. The "DATE" will 

! • . ■ ; ■ ■ 

| . be that on which the Form was dispatched from each office and 

t will be shown opposite that office. When passed on by an 

office, the transmitting individual will initial over the mark 
in the "TO" column opposite his office and will fill in the 
."DATE" dispatched from his office. 

i 8. Except as modified above. C.I.G. practice will follow 

I . • . . ' . 

| that of the Joint Chiefs of Staff Style Manual, dated 1 April 

| 19^6, in details of style and layout. < 

I- ■ i ■ 
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RESTRICTED 


9. This order supersedes all previous orders on this 


subject, 


including O.I.G. 


Secretariat Memorandum 



25X1 A 


FOR THE DIRECTOR OF CENTRAL INGELLIGENOE : 



and Administration 


25X1 A 
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SAMPLES OF OORRESPONDENOE 


MEMORANDUM FOR THE PRESIDENT 

(No subject or paragraph numbers) 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
xoxoxoxoxoxoxoxoxoxoxox . 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxo . 


MEMORANDUM FOR THE SECRETARY OF STATE 

SECRETARY OF WAR 
SECRETARY OF THE NAVY 

PERSONAL REPRESENTATIVE OF THE PRESIDENT 
ON N.I.A. 

Subject: In Initial Caps 


Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 

OXOXOXOXOXOXOXOXOXOXOX. 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo . 



References: a, N.I.A. oo 

b. N.I.A. Directive No.' oo 
£. Memorandum for the Secretary of War from 
the Director of Central Intelligence, 
subject "O.I.G. Personnel", dated oo 
March 1946. 


Enclosures: a. Letter from the Secretary of War, dated 
00 April 1946. 

b. C.I.G. Directive No. oo (Copy No. oo). 
c_. Draft Memorandum for the N.I.A. from the 
Director of Central Intelligence, same 
subject. 

1. Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 

OXOXOXOXOXOXOXOXOXOXOXOXOXO. 

2 . Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxox 
oxoxoxoxoxoxoxoxoxoxoxoxoxo i 
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SAMPLES OF CORRESPONDENCE 


The Honorable 
J, A. Krug 

Secretary of the Interior 
Washington, D. 0. 

Mr dear Mr. Secretary: 


Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
xoxoxoxoxoxoxoxoxoxoxoxoxo . 

Xoxoxoxoxoxoxoxoxoxoxo - . 


Sincerely, 


The Honorable 
William W. Williams 
United States Senate 
Washington, D. C. 

Dear Senator Williams : 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo 
oxoxoxoxoxoxoxoxoxoxoxoxoxox . 

Xoxoxoxoxoxoxoxoxoxoxo . 

• Sincerely, 


Mr. William W. Williams 
76 York Street 
Richmond, Virginia 

Dear Mr. Williams: 

Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo ' 
xoxoxoxoxoxoxoxoxoxoxoxoxoxox . 

Sincerely, 
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HESTHICTED 


10 Oo t- bo r 1 046 




cnimL ihtelligejiCe' Gitoup 


v./ 

i- 


25X1 A 


c-1 ad::i:;ist:viTIvi'j cpdep I 


SUPPLLiXllT no. 1 


coomiiati on p.:;oci:du;e 


25X1A 



C.I.G. Adi.ilniotrc.tivo Order dated 26 August 1046, Subjoot: 

.■ Vibrios Governing C.I.G. Corrcspondonop", in hereby sunnlcnontcd us follows: 

1. On all outgoin p c or respond once or other papers requiring coordin- 
ation between C.I.G. Offices or Brunches, the following procedure will be 
followed. 

2. Pubber sterns, r .s nor sennic attached, will bo available within 

a few days, and this stamp must bo placed on all correspondence or other papers 
requiring coordination, on the "Staybuok" copy of correspondence or copies of 
other docunonts or papers which are hold ini the 'originating office. 

3. The author of any corrospondonco or document will bo responsible 
for determining the coordination which it is to receive and, also, will be 
responsible that such coordination in obtained by carrying the document by hand. 
It is desirod that coordination not be handled by the use of bucks lips. 

<1. In every instance in which correspondence or other papers arc re- 
ferred to the Office of the Director ftr action or signature, thoro must appear 
an indication as to the coordination which the paper has received on the 
Stayback’’ copy and the Executive Office Registry Copy, together with tho 
initials which are required, by tho use of the stanp mentioned above. 

5. It is suggested that a similar nrocodure bo put into practice on 
corrospondonco to be coordinated within Offices, Divisions and Branches of CIG. 

. F0h HIE DI3ECT0?, OF CEiJTEAL jlHTELLIGENCE:, 


Attachment 



Executive for F 0 i-gormol and Administration 


4 . 0 ., 



25X1 A 


25X1 A 



/ , 4zi- . £ /w >' ° M ' 


25X1 A 
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cooisDiiun zx&iiw 


; 7/1 th Activity [initials 

Dr. to 

, Director , 


Dun » I 
•Lxuc // 

•T i 

•?-J J—l 

DirV 

i)A4 * 

— 


' Jk .1) . iOn,. 

1 Sp. jOps. 

•^r.B.r.s- 

•"FH)onT 
ICAPS“V“‘" 
“"A.D. ox 
a.b. 


; Disc . ■] 

i 

Security 

T 

! 



STATINTL 
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• RESTRICTE D 

10 Octob e r 1946 

CIHTRAL J.l!TLLLIO C iCK GR OUP 

c.i.g. AD ::ii; ismTivE put no. 1 

coo.:DiUATior p..iocsdu:jc 


25X1 A 


25X1 A 


C.I.G. Adnini s tr :.t ivo Order dated 2G August IfilC, Oubjoot:. 

"Rules Governing C.I.G, Corrospondenoo", in hereby sunplcnont'od an foil owes : 

1. On all outgoing oorrcsjiohdonoc or other papers requiring coordin- 
ation between C.I.G. Offices er Brunches, the. following procedure 'will be 
followed. 

2. fibber ctann S , as per sample attached, vail be available v/ithin 

u fcA. Ct(..y o , cdiu this s b£.A ip must bo rlciood on nil correspondence or other papers 
requiring coordination, oh tho "StaybuclJ 1 copy of correspondence or copies of 
other documents or papers which aro hold in the originating office. 

3. The author of any correspondence or document will be responsible 
for determining the coordination v/hich it is to receive and, aiso, will be 
responsible that such coordination is obtained by carrying the document by hand. 
It is. desired that coordination not be handled by the use of bucks lips. 

<t. In every instance in v/hich correspondence or other papers arc re- 
ferred bo the Office of the. Director for action or signature, there must appear 
an indication as to the coordination v/hich tho paper has received on the 
“Stayback* 1 copy and the Executive Office he gis try' Copy, together with tho , 
initials which are roquirod, by tho uso of the stamp mentioned above. 

5. It is suggested that a similar nrocoduro bo put into practice on 
c or re sr> undone o to be coordinated within Offices, Divisions and Branches of CIG. 

FOll HIE DlhECTOh OF CEUTHAL INTELLIGENCE: 



25X1 A 


Colonel, CAC 

Executive for Personnel and Administration 


Attachment 
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[ . cooiBiE-vTic: 



' . /i t h Activity 

Initials 

Dr. to 

— , — — 

i Director , 


Don . Dir. 



■Lxoc. Dir. ~ ' 1 


;Dxcc. KuA ‘ ‘ 1 


; A . D . Qp, 



| S-). Qr)s , 

i. ' f.b.i.s. 

r TTtrr n\_„ — 




I ic7ips~ 


a.d. o:ffi 


a_. p . c.:d ' 

'"c"TiT 


Piss . 

So cur Fir 
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01NTRAL INTELLIGENCE GROTTP 
C.I.G. A DMINISTRATIVE O RDER 

COORDINATION PROCEDURE 25X1A 


25X1 A 


Reference ; 


C.I.G. Administrative Order 
to Sign Official Papers and 
dated 17 September 1946. 


'■Authority 
ondence,"” , 



1. C.I.G. Administrative Ordor^^^J Supplement No. 1, 
"Coordination Procedure," dated 10 October 1946, is hereby 
rescinded . 

2. On all correspondence or papers prepared with CIG the 
procedure set forth below will be followed. 


3. It shall be the responsibility of the person charged 
with .the preparation of a paper to insure that proper coordination 
between offices and staff sections of CIG is effected. A paper 
may be shown to interested offices and. staff sections for pre- 
liminary coordination and concurrence while it is in a state of 
preparation. However, the final draft of the paper must receive 
formal concurrence or nonconcurrence from the interested offices 
or staff sections. Concurrences will be obtained by hand pro- 
cessing of papers and not by the use of buckslips or similar 
moams of routine transmission, / 

4. A statement of concurrence or nonconcurrcnce by inter- 
ested offices and staff sections /of CIG will appear on the 
Central Records copy of all papers which require coordination 

•J 

before they are submitted to thef Executive Office for approval 


in accordance with the provisions of paragraph 2, C.I.G. Admin- 


istrative Order! 


r'Authority to Sign Official Papers and 25X1A 


Correspondence," dated 15 September 1946. Concurrence will be 
indicated as follows: 


a_. Originating office 

■ ' ' l 

on the Central Records copy: 

' S' 

Statement of Concurrences: 


will tj’-pe the following 


(Office) ■' J . 

. (Concur or not concur) (Signature ) 

b ,v . : ' . 1 ' . ■ 

. • (Office) j 

(Concur or not concur) (Signature) 
Approved For Release 2001/07/12 : CIA-RDP8llo0728R0001 0005001 3-5 
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b. Each office indicated will . make ' the atato- 
ment ”1 concur" or "I do not concur," and 
verify, this fact by the signature of the 
official of the office indicating the con- 
currence or non concurrence . Offices in- 
dd of. tiria. noncoucurrcnce will indicate on 
an attaohed memorandum a brief summary of 
. reason therefor. 

o. V. nere no coordination is deemed necessary a statement, 
'To coordination necessary," followed; by the signature in full 
of the person charged with the preparation of the paper, will 
appear on the Central Records copy of .la 11 papers submitted to 
the Executive Office for approval. 

_6. -A rubber stamp or similar method of reproduction will 
not be used to indicate the statements relative to coordination 

i 

required by paragraphs 4 and 5 above. 

. : • / 

7. The procedure outlined in /paragraphs 4 and 5 above will 
be followed in. ease of outgoing correspondence signed by 
Assistant Directors, Secretary, mjn, Chief, ICAPS, and the Exe- 
cutive for Personnel and Administration, pursuant to the pro- 
visions of paragraph 3 b, _c , and d, C.I.G. Administrative Order 
Authority to Sign Official Papers and Correspondence," 
dated 17 September 1946. (NOTE: The provisions of this para- 
graph may be suspended in the case of the Office of Special 
Operations where for security reasons coordination is not 
feasible or practicable .) 

8. Assistant Directors, Chief of ICAPS, and the Executive 
for Personnel Si Administration, from whom concurrences arc re- 
quested, will . be held responsible that such concurrence or non- 
curronce is promptly given. 

FOR THE DIRECTOR OF CENTRAL INT ELL IGENCE ; 


125X1 A 


Executive for Personnel 
and Administration 
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! CirTRAL INTELLIGENCE GROUP 

C.I.G. A MKI STRATI' VE ORDER III I I I I II EWT NO. 2 25X1 A 

COORDINATION PROCEDURE 25X1 A 

Reference: C.I.G. Administrative Order 'Authority 

to Sign Official Papers and correspondence," 
dated 17 September 1946. 

25X1 A 

1. C.I.G, Administrative Ordcr^^^^J Supplement No. 1, 
"Coordination Procedure," dated 10 October 1946, is hereby 
rescinded. 

2. On all correspondence or papers prepared with CIG the 
procedure set forth below will be followed. • 

3. It shall be the responsibility of the person charged 
with the preparation of a paper to insure that proper coordination 
between offices and staff sections of CIG is effected. A paper 
may be shown to interested offices and staff sections for pre- 
liminary coordination and concurrence while it is in a state of 
preparation. However, the final draft of the paper must receive 

• formal concurrence or nonconcurrence from the interested offices- 
or staff sections. Concurrences will be obtained by hand pro- 
cessing of papers and not by the use of buckslips or similar 
raoams of routine transmission. 

4. A statement of concurrence or nonconcurrcnce by inter- 

ested offices and staff sections of CIG will appear on the 
Central Records copy of all papers which require coordination 
before they are submitted to the Executive Office for approval 
in accordance with the provisions of paragraph 2, C.I.G. Admin- 
istrative Order "Authority to Sign Official Papers and 25X1A 

Correspondence," dated 15 September 1946. Concurrence will bo 

I? indicated as follows: 

lr V - a. Originating office will type the following 

|-v — 

|| on the Central Records copy: 

h Statement of Concurrences: 

§5 . (Office ) 

| ; : ■ ( Concur or not conc.ur ) (Signature) 

f'V ' (Office) 

' (Concur or not concur) (Signature) 

p. - - 
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b. To oh office indicated will make the state- 
ment. "I concur" or "I do not concur," and 
verify this fact by. the signature of the 
official of the office indicating the con- 
currence. or nonconaurrcnco. Offices in- 
die:, ting non concurrence will indicate on 
an attached memorandum a brief summary of 
reason therefor. 

5. '/.’here no coordination is deemed necessary a statement, 
"No coordination necessary," followed, by the signature in full 
of the person charged with the preparation of the paper, will 
appear on the Central Records copy of all papers submitted to 
the Executive Office for approval. 

6. A rubber stomp or similar method of reproduction will 
not be used to indicate the statements relative to coordination 
required by paragraphs 4 and 5 above. 

7. The procedure outlined in paragraphs 4 and 5 above will 
be followed in case of outgoing correspondence signed by 
Assistant Directors, Secretary, NIA, Chief, ICAPS, and the Exe- 
cutive for Personnel and Administration, pursuant to the pro- 
visions of paragraph 3b, c, and d, C.I.G. Administrative Order 

"Authority to Sign Official Papers and Correspondence, 1 ' 
dated 17 September 1946. (NOTE: The provisions of this para- 
graph may be suspended in the case of the Office of Special 
Operations where for sccuritj' reasons coordination is not 
feasible or practicable .) 

8. Assistant Directors, Chief of ICAPS, and the Executive 
for Personnel & Administration, from whom concurrences arc re- 
quested, will be held responsible that such concurrence or non- 
currcnce is promptly given. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive for Personnel 
and Administration 
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25X1 A 


25X1 A 


RES TRI OTED 


,o 


. - - ) ■ 


10 October 1046 


cm tiiaj, intelligence group 



25X1 A 


c.i.o. administrative order 


ISUPPLLlXlfT 110, 1 


COO;J)inATION PROCEDURE 


25X1 A 


C.1,0* Administrative Ordcr^^^^^JutocV 2G August 1016, Subjooti 
’’Rules Governing C.I .0. Correspondence”, is hereby 'au^plcnontod as follows: 

1. On all outgoing correspondence or other papers ■ requiring coordin- 

ation between 0,1.0. Offices or Brunches, the following procedure will bo 
followed. , . 

2. Rubber stamps, as per sample attached, will bo available within 

a few days, and this stamp must be placed on all correspondence or other paners 
requiring coordination, on tho ’’Stayback” copy of correspondence or copios of 
other docunant 3 or papers which arc hold in the originating office. 

.3. Tlic author of any correspondonco or document will bo responsible 
for determining the coordination which it is to receive and, also, will be 
responsible that such* coordination is obtained by carrying the document by hand. 
It is desired that coordination not be handled by the use of bucks lips. 

4# In every instance in which correspondence or other papers arc re- 
ferred k o the Office of tho Director for action or signature, there must appear 
an indication as to the coordination .which -the paper has received on the 
’’otayback” copy and the Executive Office Registry Copy, together with the 
initials which are roquirod, by the use of the stamp mentioned above. 

5. It is suggested that a similar procedure be put into practico on 
correspondonco to be coordinated within Offices, Divisions and Branches uf CIG. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


I EFFECTIVE 50 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL REGAIN IN FORCE UNTIL 
|i RESCIHEIiED_EER ffilA C-ENERAL\CANCELLED OR SU! 

1 ORDER 




dated 26 SEPTEMBER 194 ?\ 



25X1A 


Executive for F 0 rsonnol and Administration 


“V* 
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C1FTRAL IN T3ILLI PENCE GROUP 


C.I.G. ADMINISTRATIVE ORDER 


SUPPLEMENT NO. 2 


25X1 A 


COORDINATION PROCEDURE 


Reference: C.I.G. Administrative Order 
to Sign Official Papers and 
dated 17 September 1946. 


25X1 A 


'Authority 
>ondencG , 


1. C.I.G. Administrative Order Supplement No. 1, 
"Coordination Procedure, 1 ' dated 10 October 1946, is hereby 
rescinded. 

0 

2. On all correspondence or papers prepared with CIG the 
procedure set forth below will be followed. 

3. It shall be the responsibility of the person charged 
with the preparation of a paper to insure that proper coordination 
between offices and staff sections of CIG is effected. A paper 
may bo ■ shown to interested offices and staff sections for pre- 
liminary coordination and concurrence while it is in a state of 
preparation. ‘However, the final draft of the paper must receive 
formal concurrence or nonconcurrcnce from the interested offices 
or staff sections. Concurrences will be obtained by hand pro- 
cessing of papers and not by the use of buckslips or s imi lar 
m.Gani3 of routine transmission. 

4. A statement of concurrence or nonconcurrcnce by inter- 
ested offices and staff sections of CIG will appear on the 
Central Records copy of all papers which require coordination 
before they are submitted to the Executive Office for approval 
in accordance with the provisions of paragraph 2, C.I.G. Admin- 
istrative Ordcr^^^f "Authority to Sign Official Papers and 
Correspondence," dated 15 September 1946. Concurrence will be 
indicated as follows: 

a. Originating office will type the following 
on the Central Records copy: 

Statement of Concurrences: 

(Office) 


25X1 A 


25X1 A 


(Concur or not concur) (Signature ) 


(Office) 


(Concur or not concur) (Signature)' 
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rxioh office indicated will moke the stoto- 
•ment "I concur" or "I do not concur," and 
verify this fact by the signature of the ' 
official of the office indicating the’ con- 
currence or nonconcurrence. Offices in- 
dj ca t j ns non concurrence will indicate on 
on attached Memorandum a brief summary of 
reason therefor. 

5. '.'.here no coordination is deemed necessary a statement, 
I.o coordination necessary,' 1 followed by the signature in full 

of. the person charged with the preparation of the paper, will 
appear on the Central Records copy of all papers submitted to 
the Executive Office for approval. 

6. A rubber stomp or similar method of reproduction will 
not be used to indicate the statements relative to coordination 


25X1 A 


@25X1 A 


required by paragraphs 4 and 5 above. 

7. The procedure outlined in paragraphs 4 and 5 above will 
oo followed in case of outgoing correspondence signed by 
Assistant Directors, Secretary, NLA , Chief, ICaPS, and the Exe- 
cutive for Personnel and Administration, pursuant to the pro- 
visions of paragraph 3 b, c, and d, C.I.G. Administrative Order 
iiUthority to Sign Official Papers and Correspondence,"' 
dated 17 September 1946. (NOTE: The provisions of this para- 
graph may be suspended in the case of the Office of Special 
Operations where for security reasons coordination is not 
feasible or practicable . ) 

8. Assistant Directors, Chief of ICAPS, and' the Executive 
for Personnel & Administration, from whom concurrences ore re- 
quested, will be held responsible that such concurrence or non- 
currcnce is promptly given. 

FOR THE DIRECTOR OF CENTRAL IFIFLLIGEFCE : 



Executive for Personnel 
and Administration 
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